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CHAPTER I 


STATEMENT OF THE PROBLEM AND DEFINITION OF TERMS 


The purpose of this thesis is to make an analysis of the 


bookkeeping duties of the business course graduates of Wey- 
mouth High School. It is hoped to secure data on the basis 
of business requirements, practices, and standards so as to 
reappraise what we teach in bookkeeping and to revise the 
bookkeeping course of study (if necessary) at Weymouth High 
School. 

We, who are training boys and girls to take their place 
in the business world, should know exactly what is going on 
in business offices. We should know whet employers want 
students to be capable of doing and how skillful they must 
be when they apply for their initial position. If high 
school bookkeeping instruction is to be efficient, bookkeep- 


ing teachers must know the demands of bustness for efficient 


bookkeepers; we must know the businessman's bookkeeping needs 


and train our students to meet his needs and the demands of 
his business. Through this job analysis, it is hoped to 
bring the bookkeeping course of study at the Weymouth High 
School, Weymouth, Massachusetts up to date and in line with 
practices in the business world. 

This study has for its purpose the following major 


objectives: 
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1. To make a job analysis of the duties of book- 
keepers in offices employing Weymouth High 
School terminal graduates; that is, those 
students who have had one or two years of 
formal bookkeeping instruction. 


2. To see if the Weymouth High School course of 
study for bookkeeping is meeting the needs 
of graduates employed as bookkeepers. 


5. To determine if the bookkeeping course of study 
at Weymouth High School needs to be revised so 
as to make it more practical and applicable to 
actual business situations. 


In order that there may be complete uniformity of under- 
standing of the terms used in this study, the following 
definitions are stated: 

Bookkeeping I--That area of study which gives the 

student a knowledge of business practices and 

bookkeeping principles as applied to a single 
proprietorship. 

Bookkeeping IIi--That area of study which gives the 

student a knowledge of bookkeeping principles as 

applied to partnerships and corporations and an 
analysis of their bookkeeping records and financial 
reports. 

General Business--That area of study which prepares 


students for the necessary handling of their own 
personal and business transactions. 


Bookkeeping Course of Study--The subject matter of 
a unit of instruction in bookkeeping. 


Terminal Graduates--Those students who terminated 


their schooling with high school. 
Hamden L. Forkner, Teachers College, Columbia University, 
| believes that if we are to improve business education we must 
know what the market demands. He states in "Let's Improve 


Business Education": 


oa 


‘ mf 
fp ash 


Know your market. Know what that market wants. 
Supply its needs, and success is assured in any 
business. Education is our business. We must 
assure its success if we are to justify the 
public's faith in its schools. We can do this 
if we perform a business-like job in our day- 
to-day activities with our students in preparing 
them to take positions in their communities. 


If high school boys and girls are to be employed by 
business when they leave school, the employment qualifications 
expected by business should be considered when the program of 
training is being planned. The needs and interests of business 
employers must be considered in defining the objectives of 
business education. 

Ideas believed to be right do not form the proper basis 
for standards. Howard E. Wheland, in "The Place of The 
Teacher in Business Education," states: 


Since we are training for the office, it seems 
that our standards should be set by offices and 
not be made up of ideas which we believe to be 
right, inconsiderate of what the business man 
thinks. We, in the schools, must train toward 
the most exacting employer. There will be 
enough of the poor students to satisfy the more 
easily satisfied employer. 


luamden L. Forkner, "Let's Improve Business Education." 
Dictaphone Educational Forum. January, 1946. p. 17. 


“Howard E. Wheland, "The Place of The Teacher in 
Business Education." Tri-State Business Educator. 
Apria, 1942. p. 10. 


It is the responsibility of secondary schools to provide 
training for successful entrance into initial positions and 
satisfactory progress there. Many business teachers have had 
no practical training and are entirely removed from a knowl- 
edge or appreciation of the demands and requirements of 
business. It is through surveys, analyses, conferences, and 
intelligent thought that educators are becoming conversant 
with the local demands of business men. 

Elvin S. Eyster, Professor of Business Administration, 
Indiana University, Bloomington, Indiana, states in "How 
Businessmen Can Aid Business Education": 

Business education is a service not only to those 

who receive training for business occupations, 

but to the business firms that need an adequate 

source of well-trained personnel to fill vacancisés 

in office and distributive jobs. The effective- 

ness of the entire program of job-preparatory 

business training is directly dependent upon the 

extent to which business and schools cooperatively 

determine the needs for La training and plan 

& program to meet those needs. 

How better can we determine the needs for bookkeeping 
jobs than by analyzing the duties performed by workers in 
that field! 

Basic skills are fundamental. Students should be taught 
to become efficient workers at the level of skill actually 
required by most bookkeeping jobs. In giving our vocational 


training, we should apply these skills to meet job needs. 


lglvin S. Eyster, "How Businessmen Can Aid Business Educa- 


tion." Dictaphone Educational Forum. April-May, 1946. p.15. 
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Herbert A. Tonne, formerly Principal Training Specialist 
U. S. Civil Service Commission, writes in his article, 

"Office Standards as Bases for Training": 

Our school standards of ability to do office work 

must be made to conform with on-the-job require- 

ments. When we read that the classical Chinese 

mandarin was required to write a 20,000 word essay 

on "How the Moonbeam Dances over the Lake on a 

Spring Evening" as evidence of his ability to be a 

good tax collector, we are amused and feel delight- 

fully superior. Yet, by setting up learning stand- 

ards that are, to a considerable measure, meaning=- 

less in terms of actual Job requirements, we show 

a Similar lack of realism. 

The following background of the Weymouth High School will 
assist in interpreting this study. Weymouth is an industrial 
town located 12 miles southeast of Boston. There is one public 
secondary school with an enrollment of “1244 students in 
grades 9, 10, 11, and 12 and a vocational department with an 
enrollment of 211 students. This study is concerned with only 
the graduates of the business department of the high school 
which has a total enrollment of “536 students. Sixty-five boys 
and 146 girls, making a total enrollment of 211 students, are 
enrolled in the Bookkeeping I class which is offered in the 
10th grade. Twenty-six boys and 44 girls, making a total 
enrollment of 70 students, are enrolled in the Bookkeeping II 


classwhich is offered in the llth grade. 


Merbart A. Tonne, "Office Standards As Bases for Train- 
ing." Business Education World 25:452. April, 1945. 


*Pi cures for the 1947-48 school year. 
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It is believed by many concientious bookkeeping teachers 
and their former students that much of the subject matter 
material in the present bookkeeping course is of no practical 
value. Are we teaching theoretical and complicated accounting 
| information used only by accountants and auditors, or are we | 
| giving our students information they will need and use if they | 
obtain office positions? It is hoped that this analysis will 
show what is needed by our students entering the business 


world. 


J. Frank Dame, while serving as Supervisor of Business 
Education, Public Schools, Division 1-0, Washington, D. C. 
| in writing on "Co-ordination in Business Education" says: 


It is logical to think, and certainly it is desirable 

| to think, that employers will be anxious to hire 

those who are trained to perform well the duties to 

which they will be assigned. This means they will 

look for people with the best-integrated personality, 

widest knowledge, and greatest skill, There are few 

standards that can be used by business teachers 

everywhere as goals to be set before students. Teachers 

seek jobs, they must jump the same hurdles. fThis 

vagueness carries over into the field of business which 

students enter. Employers on the whole do not have 

| uniform requirements to which they hold steadfastly. 

Both school and business need to do research, planning, 

thinking, and experimenting to establish clear-cut 

| standards that will give teachers specific goals, 

make students aware of the minimum essentials they 

| need to enter initial jobs, and enable employers to 

| have criteria on which to base selection of their 
workers, 


13. Frank Dame, “Co-ordination in Business Education." 
Business Education World 24:492. Mey, 1944. 
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Paul S. Lomax, chairman, Department of Business Education, 
New York University, in “Planning in Business Education," makes 
the following statements 


Although we have had much investigation and inter- 
pretation of the business requirements of employ- 
ment and consumer experiences, we have had 
relatively little evaluation of our teaching 
materials to determine their strengths and weak- 
nesses in business quality. Our teaching materials 
need constantly to be appraised on the basis of 
business requirements, practices, and standards. 
Once again it is repeated that if group planning in 
business education in local, state, and national 
communities is to be most effective, we must apply 
the research approach and the co-operative pro- 
fessional and lay leadership approach. 


The importance of job analysis as a means to determine 
the interests, needs, and job requirements of business is 
summed up in the following two quotations: 


Realizing that we must have business, that business 
must have employees, and that these individuals are 
to be supplied by the business departments of our 
schools, it is imperative that the department take 
@ vital interest in some procedure to check on the 
results of its training program. If the marks of a 
liberally educated individual include a critical 
mind and the courage to stand by his convictions, 
the business department must critically and open- 
mindedly detect the requirements of the business 
establishments of the area served by the school. 
But more than that, the department must have the 
spirit and the disposifion to make the necessary 
revisions in training. 


1 paul S. Lomax, "Planning in Business Education." 
American Business Education 3:255. May, 1947. 


opens: Brinkman, and Weaver, Prognosis, Guidance, and 
Placement in Business Education. South-Western Publishing 
Company, 1944. p. 201. 


afl 6 _ 5 ~ gepede ® y= |] Oe _ 
a »> 
y | aa 
f 
e " 
li 


ee : = <2 oe - saokpeyet i) are 


colds owbd agentes Lo joemt raged , tant tects exsmot .2) Isat 


ee usr 7 nofgsoupa sesntend nt antane li" at euwitedev tnt aro¥ welt | 
:taemeisve aniwoLfol sd 


~retai ban nol¢apitveeval coum bert evad ew dAguods tA 

-yolama ke etnenertupet, seenieud ed ‘to noitaterd 
bad avsd ew ,eeometrecxs remuenco bas Jne 

-natdgassd ue Te so tisulsevs efssit ylevitaiet 

aisew fas acdyneids sled? enivedeb o¢ eleliesen 

alatvod aw Sninoged a «gsiisep sasmierd nf seeesn 


$6 elsad sid no beeietags ed od ¥liasdanoo been 
<ebptabr2Ie bas ,peoidoeTte Scluadi. paraee 
ve ahtarnela qyors 21 dads teTaeqset et di atege on) 


Texoivan bos ,etroe .fsooL at aoigesube ween taud 
ylqqe tame sw .svidoetis szom ed 03 ef eels inseam 
~C*Eo) EV ELE TOYO=CO eg brs donowgas Aetseret exit 

~ADROTIGE gitevebsel ysi Das fenobeest 


datereseb od eaaens Be eleytens doi to somedxoqmt ent 


-* 


ee} esssterd to ednemetiupet dof bas .sheen ~ateeusint eit 


-gaotissoup ows BAtwo iiot end abt qu benmuie 


seeniestt dedd ,.cveniesc aval gam ov guid gattaitach 
Figihes segidd Jacd Bas peer oigns avyed tsom 

c sinecdisgah exeatadd ois <6 belLagre sd od 

sind anecitejes snd fants sviderait 2k di .afoomtse 
sant ag jsaris of appeootg emoe me t+potedni Lagiv 3 

& av=yer eid TD. «MBiSoT4S artntatF edt 0 edisset 
t3te>5 & atatont fauyblvibat beteosbe yifeidediL 
steesroes eta yo baave Cf Sghstee edd fae DSotn 
bas tSige feom taemdteqed seentaud eit 

3 &o edsewertiapen sos iseter yibebaimn 
+ 7d beyise AGT aft Lo ainemistidasce 
Sremtrecel ont ,tad? nadd exom gxd 
eiam ca ose titeogeld edd hae Jisige 
* arintenrd of ecotetves 


S potcesbe seentan al aninasli" ,xemod 2 Lyat 

“Bel ,yek .GGh2¢ gold 

dia romehtut ,eteonnord ~reves Bae ,aamiat ,omad 
anideliae® TAecnga=SLGG 6D SRoubd f 


08 


miniad 
eontené ak ineseost 


The objectives of vocational business education, 
courses of study in the vocational business sub- 
jects, methods of teaching, and the business 
curriculum may be definitely influenced by the 

job analysis, job description, job classification, 
and job evaluation studies that have been made or 
are being made in many large business offices 
throughout the country. The results of these 
studies may have a direct influence upon the 
educational preparation and training of office 
workers for business offices. Certainly, they 
represent an educational challenge for teachers. 
A close working co-operation between the schools 
and the offices may provide a key to many problems 
in business education. The tasks which office 
employees in the area perform on the job is of 
vital concern to vocational business teachers. 


It is hoped that this job analysis of bookkeeping duties 
in offices employing Weymouth High School graduates will 
lessen the gap between school and business and give our 


students employable skills. 


lgenjamin R. Haynes and George M. Hittler, "The Values of 
Job Analysis in Attaining the Objectives of Business Education." 


Appraising Business Education. The American Business Education. 
| Yearbook. Volume Ill. 1946. p. 92. 
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CHAPTER II 


PREVIOUS RESEARCH IN THE FIELD 


Many studies and surveys have been made to determine the 
occupational requirements of business. Through the revision 
of curricula schools are meeting local and general demands 

as found in these investigations. 

In 1923 an investigation of secretarial duties and traits 
was made by Charters and Whitley*. The problem to be investi- 
gated was defined in the following terms: first, to determine 
the duties performed by the secretary to business men and 
administrators; second, to determine the qualities which are 
conspicuously present in successful secretaries and conspic- 
uously absent in unsuccessful secretaries. A check list 
questionnaire containing 871 duties was filled out by 715 
secretaries to determine their frequency of performance. It 
was believed that the results would be of value to heads of 

business departments in providing training in those duties 
Which are most frequent and which can be most satisfactorily 
taught in school. 


*W. W. Charters and Isadore B. Whitley. Analysis of 
Secretarial Duties and Traits. Williams and Wilkins Co., 
imore, Maryland. 2 
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It is quite apparent that there is a need for a scientific 


revision of the bookkeeping course of study. We should know 


that we are teaching the proper subject matter, establishing 
the proper skills, habits, and ideals, giving the correct 
amount of time to each topic, and using the best methods. 
Benjamin E. Strumpf, an accountant and a teacher of 
accounting, found that the syllabus given to him asked him to 
teach certain bookkeeping principles; however, it was found | 
that these principles could not be applied to actual business 
conditions. He also found that a good deal of emphasis was | 
placed on the teaching of certain facts which were very 
infrequently used on the job, and vice-versa. In 1926 he made. 
a study to find out what bookkeepers do and what should be the 
procedure and method of teaching in order to modify the ete 
ing course of study. In his thesis "Bookkeeping Duties and | 


The Commercial Curriculum," Benjamin EF. Strumpf states the 


following; 


Seventy-five per cent of our bookkeepers use sub- 
sidiary journals, therefore, less time should be 
spent on the general journal and more time on the 
auxiliary journals. 


The tendency is away from the composite cash book 
and towards specialization. Twenty-nine per cent ! 
of our bookkeepers use a cash book for cash receipts | 
and payments; 41 per cent use a separate cash pay- | 
ment book, and 66 per cent use a petty cash book. 


All subsidiary journals should be taught well. 


Especial note must be taken of the voucher register, | 
the consignment book, and payroll book, | 


t+ Hhesan 34 scondtt 


Bude Te sarteras ort tesxsntood eit to no leivet 


jai fd die secoz; sad antdoset ets oF gant 


otdicad .eliive veqerq end 


’ . * ) ry 
speyroe end gpiivin .8=See 1S 4 age 
a % % ee ~tsy 7 
ahottar feed ens ohne ,flage Rese OF smiid to Jrmivoms 
a 4 £ aS ae > * 
. 
Ie weecity are a ore fe peor ius Es reaper as gat tine [eG 
4s," i= eae = = — i a RJ LA 
a | 
— es & ie pel ,- F St Pye “~ ~ 
Ga %4 elites wid OF nevis erdalive eho eds Grot ,~erisnyocos 
ed mir betes wid os Bevee : 
Ferrer ea 9 am | oe” tre aS 
hevot sew 3. everon 2eelc Ten tie mi gqeeszedd mfasses fase 
SJ hi i me _ 2» L. a - 


~ Hires sefglorning seed ganz: : 


e+ Lippe: oale 8A ~eco te ibaa 


sey fy. F hoy et 
gan «zteenara Te faeh hoo 2 athe - 


; - bn ee + teen Fe ogc tiscasd and San , 
werner sprar rit tre Sport (eres Bot aS so.3 oO boonies 


wre A HOOT coy 49s G0 iy “ste ge -* 3p o9 Heer vidrospetta® - 
mTusis Mm OoSmi FL aSBaS - a4 : car 
; By Torry 2 +a: HBAS +e ele, - Grey Eagie Dit fare ct Youle B 
ert = ic ye ™ Dee ‘ & : 
to tee eff +? lho oF qefeto mb mice t 8ee to Senteam bre equbecowg) 


‘ook! ec’ sstf at aybinte to section wat) 


at eetadge toehtio st «. 


2 + + ra > o 
afitin.8 ef; noe B07 ™ ie ata at) i} ane aioe © | eyt ; Es “ur VSS 
_s 2 ee «wf sont est seit < S010 1 Wis tole 
ae Alpucte’ at 7 BB+ 4 iD te gs lid 
Siig 42 airy = roi On if i i GYsroe odd m6. INST 
Sted oD Sos * - cane a” a P tae 
,eloommel, ras tt ics 
= 
7 ee ee a * miteortay = 
vane gor etleoghot &: ot Fawe, Bs PoCstei~ J oT 
-t re ’ fi & ? te wat Pore vi 4 + b “ 74 Sa) tt 5 ts a eo tahott F¥EQ g SEE 
- : oe = ee eis : A “5 £ . % 
ofa i & on ‘ wee yyr OC ‘ 26 
poo sages dieas rot aoe. fens 2 Sas BAte¢ § 2g FOR ‘ 
: : soem t ym ; peepee, wey | +; ; 
oat Ero SJSAEGS- f Lo SHOS Sy == vecnomyed Bas tt 
Peis od See Vs Oy = f° il a so f)% 7418 2 3OC0 it: = 


bsjctiee efseerstok ¥ ats OF 2ges i TA 


tg gewed ad vaum s70G faloeqan ; 


oe : “F at { Loroyati bra .dtaod Frianian faecce edd - 


11 


A recommendation was made for the use of loose 
leaf journal and ledger for all exercises. 


The ledger folio column is used by 80 per cent 
of the bookkeepers questioned; explanation 
column used by 57 per cent; and the date col- 
umn used by 54 per cent. 


Nearly 90 per cent of the bookkeepers do their 
own balancing of accounts and of special 
journals. 


More than the traditional accounts must be 
taught--examples must be drawn from all fields 
of industry. 


A monthly closing of accounts, books, making 
of statements, etc., was noted. 


Posting is done by 75 per cent of the bookkeep- 
ers and 50 per cent do it daily. 


Ten per cent of the bookkeepers use the book- 
keeping machine; 56 per cent use the adding 
machine; 21 per cent use the comptometer; and 
64 per cent operate a typewriter. 


Supporting schedules are used for all state- 
ments; a very high percentage of such schedules 
are other than accounts receivable and accounts 
payable; the balance sheet is systematically 
arranged; inventories are usually taken at 
market price or cost price, whichever is the 
lower, but nearly 50 per cent take them at cost; 
22 per cent of the bookkeepers offer suggestions 
based on these statements and 25 per cent 1 
interpret them for the manager or proprietor. 


In submitting his thesis, Mr. Strumpf notes that it is 
not the final word in bookkeeping duties but merely a paper 
calling attention to the lack of study in Commercial Education. 


lstrumpf, Benjamin E. Bookkeeping Duties and The 
Commercial Curriculum. Degree of Doctor of Philosophy in 
the School of Education of New York University. 1926. 
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Keen competition in all fields of endeavor has made 
educators more conscious of the need for carefully compiled 
and scientifically correct information of the minute details 
of occupations and skills. Elvin S. Eyster was aware of 
this condition and in 1931 he hade an analysis of the duties 
of bookkeepers. By his study he hoped to determine what the 
duties of present day bookkeepers are, whether the knowledge 
necessary for performing these duties was learned in school 
or on the job, the opinion of the bookkeepers as to where the 
duties should be leamed--in school or on the job, and to 
obtain a frequency ranking for the various duties. He used 
three methods in securing data: the time analysis method to 
obtain a comprehensive and composite list of the duties of 
bookkeepers, the personal interview method to obtain data as 
to the correct grouping of the duties of bookkeepers, and the 
questionnaire check list method to obtain data regarding the 
training of bookkeepers and the frequency ranking of bookkeep- 
ers' duties. The following is a brief summary of the statisti- 
cal data of the study: 


The training of the majority of bookkeepers falls 
into four natural classes, namely: 


1. eighth grade graduate plus business 
training. 

2. some high school training plus business 
training. 

5. high sehool graduate plus business 
training. 

4. high school graduate plus some college 
training plus business training. 
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The education classification of occupational groups 
shows general tendencies toward conformity with the 
educational qualifications of all bookkeepers. 


The range of duties performed by an individual 
bookkeeper is from 5 to 274 with a median of 149, 


Rank one of 414 duties of bookkeepers arranged in 
order of frequency of performance, was checked by 
562 bookkeepers, and the lowest rank, 219, was 
checked by two bookkeepers. The duty representing 
the median rank of performance was checked by 

138 bookkeepers. 


An analysis of the relative importance of the duties 

of the eight accounting divisions reveals the fact 

that duties in regard to records of secondary entry, 

periodic work, and records of original entry rank 

highest in frequency of performance. Financial 

duties, cost accounting duties, duties in connection 

with the handling of business papers, and auditing 

duties make up the second group of importance. Duties 

connected with interpretation of accounting data have 

the lowest rank in relative importance among the 

divisions of the accounting field. 

The Commercial Education Association of New York City and 
Vicinity conducted a survey of the duties of the bookkeeper 
and the clerical worker. To guage the efficiency of commercial 
education the opinions of bookkeepers, public accountants and 
employers were solicited to discover limitations and defi- 
ciencies in teaching as brought out by their tusiness experi- 
ence. Two questionnaires were prepared, one was submitted to 
employers and managers of accounting departments, the other by 
bookkeepers themselves. The following deficiencies were 


noted: 


livin Ss. Eyster. An Analysis of the Duties of Book- 
keepers. Graduate School, Indiana University. October, 1931. 


p. 160-162. 


Yearbook, 1933-1934. p. 56-58. 


An inability to prepare and use business forms. The 
student who procures a position does not know how to 
prepare and verify the business forms and negotiable 
instruments which are the documentary bases of the 
accounting record; he does not realize that they are 
the source of any record which he makes; he does not 
know how to interpret the record he has made. More 
specifically the student has inadequate knowledge of 
procedure and methods of handling and recording 
receipts and payments of cash, including keeping of 
the check book, bank deposits, bank reconciliation, 
petty cash, and exchange checks. The preparation of 
monthly statements from the account, involving the 
finding of the old balance and the current transac- 
tions, is a problem for the beginner. He cannot 
make his controlling accounts agree with his 
subsidiary ledgers. He has no knowledge of shipping 
procedure, such as preparation of shipping forms, 
tracing lost shipments, and filing claims. He does 
not understand the significance of credit in business, 
nor is he familiar with the methods employed to check 
credits. He does not know how to interpret a finan- 
cial statement. He cannot make a business report. 
He is helpless when his employer hands him the bank 
statement and cancelled vouchers and tells him to 
check them over. 


A second deficiency noted is a lack of accuracy. 
Beginners are not accurate; they do not appreciate 
the need for absolute accuracy; they do not know 
how to proceed to locate errors nor do they know 
how to write the necessary adjustments. 


The third deficiency noted, although not too 

applicable to the bookkeeping need, is beginn¢rs 

do not know how to operate business machines. 

Meyer Linder who presented the findings of the survey 
noted that the questionnaires emphasized weaknesses and 


deficiencies rather than positive aspects of our teachings. 


lveyer Linder. "Findings and Interpretations of The 
Commercial Education Association Survey of The Duties of 


The Bookkeeper." Skill Development. The Commercial 
Education Association of New York City and Vicinity. Fourth 
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The South-Western Publishing Company, Cincinnati, Ohio, 
one of the leading publishers of bookkeeping textbooks, made 
a survey of needs and trends in bookkeeping in 1939. A 
questionnaire was published in the December, 1938, issue of 
The Balance Sheet to get a cross section of opinions of 
teachers, superintendents, and principals. The result of 
this questionnaire was published in Monograph 46. A few of 
the statistics obtained are stated in the following quota- 
tions: 


Topics which need additional emphasis in the 
bookkeeping course are: budgeting and record- 
keeping pertaining to the individual and to 
the family, and more emphasis on adjusting, 
closing, and preparing financial statements. 


New topics which should be included in an ideal 
bookkeeping textbook: material on budgeting, 
personal record-keeping, household records and 
budgets, school and club activities, professional 
records, farm records, and small business records; 
more material on types of taxation, including 
social security, sales taxes, and income taxes. 


The objectives of bookkeeping were ranked in the 
following order: general business training, 
vocational, social, preparation for advanced 
accounting, and preparation for college. 


A model set to show the students all transactions 

for the complete cycle worked out as a model was 

favored by over 75 per cent of those returning 

questionnaires. 

The following specific trends evident in the teaching of 
bookkeeping were noted: 


A little more personal emphasis in the first year 
instead of so much vocational emphasis. 


A swing back to more vocational emphasis, but keep 
personal and consumer objectives. 
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Less emphasis on vocational objectives. 

Introduction of machine records. 

Less theory and more practical application. 

A one-year course except for superior students. 

Jane Shafer and George Seymour, graduate students at 
Northwestern University, compiled vocational information for 
prospective bookkeepers and accountants. They adapted ques- 
tions from "How To Choose A Career" to the preparation of 
pertinent occupational data for pupils planning to enter the 
bookkeeping and accounting field. The following results are 
pertinent to the study being made by the weibert) 

Activities range from keeping the simplest records 

to the preparation and interpretation of complicated 


financial reports. 


The tasks and responsibilities in a small office 
include most of the following items: 


Keeping complete set of books 

Preparing financial statements 

Cashiering 

Keeping complete records of Social Security 
Timekeeping and preparing pay rolls 

Keeping complete records of withholding tax 
Preparing monthly customer statements 
Calculating interest on commercial papers 
Figuring trade discounts 

Filing records accurately 

Using adding machine, typewriter, and calculator 


1 
A Survey of Needs and Trends in Bookkeeping. Mono- 
graph 46, South-Western Publishing Company. December, 1939. 
25, Anthony Humphreys, Occupational Monograph No. 7, 


Science Research Associates Publication. 1939. "How To 
Choose A Career,” p. 135-17. 
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The tasks and responsibilities in a large office are 
limited to one or a very few of the following items: 


Keeping detailed records of accounts receivable, 
. J accounts payable, expense accounts, maintenance, 
and depreciation. 
Recording cash transactions. 
Making miscellaneous entries. 
Preparing financial statements. 
Recording adjusting and closing entries. 
Posting by machine. 
Using special machines for sorting and other 
operations. 


The income tax laws have made us more record conscious. 
It is quite apparent that we need to place more emphasis on 
tax records in our bookkeeping instruction. As a part-time 
accountant and auditor for a Detroit-Wyandotte firm of 
certified public accountants, Allan E. Barron believes that 
our students would profit if we were to include in our book- 
keeping instruction more information on tax records. From a 
eareful examination of the bookkeeping and accounting 
practices used by some 50 small and medium-sized businesses in 
the Detroit area of Michigan, Mr. Barron brings to light the 
following significant facts: 

With few exceptions, small and even medium-sized 

businesses do not have adequate record-keeping 

systems. 

The primary purpose of the systems, however 

inadequate, in use by small businesses is to 


provide tax information rather than informa- 
tion for improvement of management. 


vane Shafer and George Seymour, "Vocational Information 
for Prospective Bookkeepers and Accountants." Business 
Education World 26:3510. February, 1946. 
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The statement of profit and loss and the balence 

sheet--in the form that we commonly teach them-- 

are seldom, if ever, used by small businesses. 

In order to make our bookkeeping instruction adequate, he 
believes that we need to place more emphasis on tax record 
requirements. The one common basis for all business bookkeep- 
ing is the federal income tax return; therefore, our students 
should be taught what information is needed, how to keep a 
record of this information, and if possible, how to complete 
a tax return. 

William B. Ervin made a survey of the opinions of public 
accountants to find out what business expects from the high 
school graduate. He states that the average public accountant 
is an expert in the field and should know what is expected by 
business in as much as many business men entrust their entire 
bookkeeping and accounting procedure to a public accountant. 
He contacted 25 certified public accountants in Newark from 
whom he received 18 replies. From the data secured, the 
following trends were indicated: 

We are teaching boys and girls too many items for 

which there is little or no demand in the field of 

bookkeeping. 

We should stress items such as pay rolls; review 

of arithmetic, social security, old age, unemploy- 

ment contributions, reconciling bank statements, 


and straight line depreciation. 


We should teach more and more about less and less, 
rather than less and less about more and more. 


lAllan E. Barron, "We Need More Emphasis on Tax Records." 
Balance Sheet 26:210. February, 1945. 
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We should stress the following items: accruals, 
review of the fundamentals of arithmetic, depre- 
ciation of fixed assets, interest and discount, 
notes payable and notes receivable, payrolls, 
petty cash, posting, reconciling the bank state- 
ments, recording social security and old-age 
contributions, and classified financial state- 
ments. 


The study indicates a trend towards teaching that which 
the students will need when they begin work. Bookkeeping 
teachers must be alert to the demands of business. 

To be effective, the content of the elementary course 
must be based on an analysis of the recording activities of 
business offices. One of the major trends in education today 
is toward a functional organization of subject matter. 

Dr. J. Marshall Hanna, Professor of Business Education, 
Ohio State University, states in "Bookkeeping for The 80 Per 
Cent"; | 


It is unrealistic to assume that the subject matter 
of bookkeeping should be narrowly confined to the 
specific recording activity, such as the actual 
writing of the check or the making of the actual 
entry in the cash book. Nine-tenths of the office 
worker's time is devoted to developing the entry, 
(gathering, checking, and arranging data) as opposed 
to one-tenth for actual recording. To fail to 
emphasize methods and procedures for gathering and 
organizing data preparatory to the making of the | 
actual recording entry is to assume that the average 
bookkeeping student knows how to organize paper work 
efficiently or to assume that organization is not 
important. Both assumptions are false. 


} 
William B. Ervin, “What Accountants Think We Should 
Teach." Balance Sheet 28:110. November, 1946. 
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Elementary bookkeeping should not only emphasize 
what a bank reconciliation statement is, what it 
contains, and how it is prepared; it should also 
give detailed instructions and drill in specific 
steps to be followed in (1) organizing canceled 
checks for comparing with the bank statement and 
checkbook stubs, (2) marking the checkbook stub 

to show outstanding checks, (3) recording correc- 
tions and bank service charges in the checkbook, 
(4) typing finished statement, (5) filing canceled 
checks and reconciliation statements, and (6) mark- 
ing the checkbook to show point of reconciliation. 
Much of this is organizational procedure, but it is 
an ess ential part of a functional record-keeping 


courses. 


Bookkeeping teachers have frequently been criticized for 


their failure to teach students the things that business men 


feel they should know. Elementary bookkeeping is studied by 


more students than is any other business subject except 


typewriting. This alone should be sufficient to make teachers | 


realize the need for making surveys and analyses to determine 


current business practices. 


In a talk given before the Bookkeeping and Accounting 


Round Table, NBTA Convention, Chicago, December 28, 1946, 


Allan E. Barron of the Roosevelt High School, Wyandotte, 


Michigan states that the task of teaching bookkeeping and 


accounting is becoming more important year by year. 


Honestly 


kept business records are essential to the public welfare 


because to a great extent all branches of the government are 


dependent upon tax collections made by and reported by business. 


13, Marshall Hanna, "Bookkeeping for The 80 Per Cent." 


The Business Education World 27:379. March, 1947. 
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owners and operators. Since many businesses employ bookkeepers 
who have received all or nearly all of their bookkeeping and 
accounting training in high-school classes, a great responsi- 
bility is placed on business educators. To accomplish our 
purposes of improved training of bookkeepers for all 
businesses, Mr. Barron suggests the following changes or 
modifications in our usual teaching procedures: 


The teaching of the combined cash journal for 
simplified record-keeping, the general ledger 
is not used and data for the preparation of 

the profit and loss statement and balance sheet 
are taken directly from column totals in the 
cash journals. 


Some modifications need to be considered in the 
matter of presentation of the commonly-taught 

‘five journal system of bookkeeping. Many 

teachers postpone the introduction of the special 
journals until after the students have hada 

great deal of work in recording all transactions 
involving purchases and sales in a general journal. 
We can improve our instruction on this point, I 
believe, by bringing into use all s pecial journals 
at an earlier point in our course. 


There are some questions about the teaching of the 
work sheet. Sometimes we overemphasize the work- 
sheet--especially as it applies to the less com- 
plicated bookkeeping problems. If it is more 
burdensome to prepare a work sheet than to proceed 
directly from the trial balance through a few 
easily-made adjustments to the financial statements, 
then let's not require a detailed work sheet in 
every case. 


Presentation by means of carefully prepared charts 
will enable us to overcome many of the teaching 
problems encountered in handling adjusting and 
closing entries. 


Include at least four basic types of sets in our 
advanced classes and include in each set adequate 
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practice in Babe dieters all 
federal tax returns. 


A new phrase, clerical re 


of the common state and 


cord keeping, has come to the 


fore in bookkeeping. Hamden L. Forkner explains what is 


really meant by this term so that we business teachers will not 


be confused in the way many we 
sonal-use bookkeeping" was the 


Everyone knows that there 
without records. Records 
fore, bookkeeping becomes 
record keeping. There is 
that record keeping is bo 


re a few years ago when "per- 
catch phrase. 


can be no bookkeeping 
must be kept. There- 
partly a matter of 

no escaping the fact 
okkeeping; but many of 


the people who are writing about bookkeeping and 


speaking before business 


teachers about bookkeep-= 


ing seem to have overlooked this simple fact. 
Bookkeeping involves much more than the simple 
mechanical procedures of writing the same thing 


in the same place day aft 


America is a land of smal 
likely to continue to be 

The farmer is a small bus 
several million farmers. 

employees in retail store 
less than five per store, 
of them are run by one or 
These small stores are so 
knowledge of bookkeeping. 
not do the small msiness 
has to make out his incom 
basis of profit and loss 

school has responsibility 


er day. 


1 businesses and is 

that kind of a country. 

inessman, and there are 
The average number of 

s in this country is 
which means that many 
two people at the most. 

rely in need of a 
Record keeping will 

man much good when he 

e tax returns on the 

statements. The American 
for improving the con- 


ditions of the small businessman, including the 


farmer. 


1 a7 an E. Barron, sSugges 
and Accounting Instruction. 
53298-35300. May, 1947. 
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One of the most important contributions it can 
make is to help those who are likely to become 
owners of small businesses to know sonething 
about bookkeeping. Let us stop talking about 
the number of bookkeeping jobs and be more 
realistic about the number of people who need 
a good course in fundamentals of bookkeeping 
in order to manage their everyday affairs as 
owners of small businesses, as employees seek- 
ing advancement in the firms where they are 
taking responsibilities for certain bookkeeping 
tasks when they leave school. 


An analysis of duties performed by bookkeepers ina small 
corporation was made by Mrs. Lillian Hopkins Starkey, East 
High School, Akron, Ohio. She, too, questions if it is 
possible that our students are not getting what they should 
from our bookkeeping instruction. Are we bound by tradition? 


Many teachers train their students to perform bookkeeping 


duties which very few will ever do, and present briefly skills 


that they will use frequently. We should teach students the 
bookkeeping skills they will actually use on the job. 


Mrs. Starkey analyzed the duties performed by a bookkeeper in 


the office of a small corporation manufacturing steel products 


and found that the following duties were performed in a psériod 
of one month: 


Payroll 


Made daily audits of time cards and posted 
to the payroll book. 


lyamden L. Forkner, "What Is This Thing Called Clerical 


Record Keeping?" Balance Sheet 29:100-101, 142. 
November, 1947.. 
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Posted time daily to the cost records for 
each job in process. 


Made up the weekly payroll on which there 
were deductions for social security, with- 
holding of taxes, and insurance. 


Prepared a currency and coin denomination 
chart for the payroll. 


Prepared the pay envelopes. 


Made a monthly summary of the payroll in 
order to figure the social security owed 
by the employer, with withholding taxes, 
and the state unemployment contributions. 


Purchases 


Prepared purchase orders. 


Audited 40 purchases invoices, prepared 
tickler cards, anda figured discounts. 


| 
Filled out the check stubs for 61 payments 
and wrote 61 checks. 


Entered the 61 payments in the cash payments 
journal. 


Sales 


Fifty-three invoices were prepared and 
entered. 


Delivery slips were prepared for out- 
going sales. 


Checks received from customers were verified 
for accuracy and entered in the cash receipts 
journal. 


An abstract of accounts receivable was 
prepared. 


Deposits were prepared in duplicate and 
entered on the check stubs. 


24 


not eincos: duoo end of pied omit 
eusocTd aa(aee 


areas err! no fforyaq 1 fdseew edd gr 
~itiw ,y¢inuees Iatooe tok anoldoubeb. 
-sorBilent bas .eexst To § 


noltuaimodeh aloo bra yonetss a hereeees 
»fforgsq ott sot dns 5 


-escolayvns yeq ett) bereqerd 


2 Lforgeq adit lo yxetmee ylation B- ebsart 
pein qituvoee Lelooo end savait 52 -tebte 
reeked anholonnsziw ddiw .xe¢ ome eit aes 

secoivadietaco snompolcmens edate aft brs 


Seeadosst 


-ornbyo seststyq betaqcerd 


bvasge’s .asoloval eseanoreg OS bed fhrd 


~oduwooeth Dewalt nos ~ebces tehlott 


afaes¢ag £6 10) edute Moods edt suo bell 
-eugeas [6 storw bas 


einemog dess odd nt esnenysq £8 ond bevtetae 
»Lecrrro f 


ah 
# 


DAS Geysqeitg s19W #edsloval serdi-ys2 lt 
bereiae 


-dvo rok betaeqeTrg oxsw eqile yrovilod 
»eefse siton 


bs Sil1sey etew etemctauo moni Bevleser esedo 
eialecset desc ong al Dberedne baa yoatuass Ot 
Lenore f 

gnaw oeldavieset etctsiovsea to soavisds ga 
borage 


bos evsoliqub al Seragerq siew ed feoged 


eiuse Moods sis no betedne 


The bank statement was checked with the 
cheek book and a reconciliation statement 
was prepared. 


»y | Fifteen statements were prepared at the 
end of the month for the unpaid accounts. 


Inventories 


Perpetual inventory records were kept and 
materials used were posted each day to the 
inventory and cost records. 


Monthly inventories were prepared from the 
inventory records. 


Miscellaneous 


Figured labor costs of work in process. 
Prepared a trial balance. 

Kept fixed assets register up to date. 
Kept insurance register up to date. | 


Mrs. Starkey presents a recommended content for first 
year bookkeeping in which the accounting cycle is included, 
but the point of emphasis is shifted from’ the preparation of 

statements, working sheets, and adjusting and closing entries 
to the activities actually performed by bookkeepers on the Jobe 
She sums up her article with the following quotation: 

Maybe we are kidding ourselves if we cling to 

our old methods and materials. It is possible | 

that our students are not getting what they } 
should from our bookkeeping instruction. If | 


that is true, it is time that we, as teachers, | 
wake up." 


2 | lis. Lillian Hopkins Starkey, "Bookkeeping Teachers-- 
Wake Up!" United Business Education Association Forum 
2257-38. December, 1947. 
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It is apparent from the research studies and surveys 


made by educators and business men that there is a need for 


»y curricular revision. It is a continuous need because 


education in a democracy must be dynamic rather than static. 
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CHAPTER III 


PROCEDURES USED IN GATHERING THE DATA 


In order to obtain information regarding the duties of 
bookkeepers in offices employing Weymouth High School terminal 
graduates, the personal interview method was employed. The 
data and information were secured in the following manner: 

1. A list of the 1947, 1946, and 1945 business 

graduates was prepared from the Reflector, 


a school publication. 


2. Addresses were secured from the office record 
cards on file in the principal's office. 


5. All graduates were contacted either by tele- 
phone or postal card to ascertain if they had 
attended business school and if they had per- 
formed any bookkeeping duties since graduating 
from high school. See Form I, page 28. 

At first it was thought that those graduates performing 
bookkeeping duties might be interviewed in small groups in 
each section of the town; that is, South Weymouth, North 
Weymouth, East Weymouth, Weymouth Landing, and Weymouth 
Heights. Because of the lack of a central meeting place this 
proved to be impractical, so those graduates performing book- 
keeping duties were contacted again by telephone and postal 
cards and asked to attend a meeting at the high school, to 


answer a questionnaire pertaining to bookkeeping duties. See 


Form II, page 29. Shortly before the meeting a postal card 
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FORM I 


POSTAL CARD 


Dear Business Graduate: 


i the 
A study is presently being made relative to 
Wawioueh High School business graduates end their 
present occupations. 


In connection with your present employment, please 
sign the attached card and return at once. 


Sincerely yours 


REPLY CARD 


Please check two of the items below: 


I have done some bookkeeping or record keeping 
since graduating from high school. 


I have not done any bookkeeping or record 
keeping since graduating from high school. 


I have had courses in bookkeeping or accounting 
Since graduating from high school. 


I have not had courses in bookkeeping or 
accounting since graduating from high school. 


Signed 
ee 
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FORM If 


POSTAL CARD 


Dear ’ 


In connection with the bookkeeping survey being 
made, a meeting will be held at the High School 
Tuesday, January 27 at 7 o'clock in Room 108. 


Your cooperation in answering a short questionnaire 
pertaining to bookkeeping duties would be appre- 
ciated. 


A social period with refreshments will be held after 
the meeting. 


Sincerely yours 


FORM III 
POSTAL CARD 


Dear ’ 

Just a reminder about the meeting at the High 
School, Tuesday, January 27, at 7 o'clock in 
R 90m 108. 


Sincerely yours 
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was sent out reminding the graduates of this meeting. See 


| perform, as indicated in the "duty" column, it was attempted 


| better learned in school, which on the job, and which in school. 


_andon the job, three more columns were provided on the check 


possidle to determine to some extent which of these activities 


Form III, page 29. 


The questionnaire was based on the theory in the book- 


| keeping textbook, 20th Century Bookkeeping and Accounting, 


(17th Edition), by Baker, Prickett, and Carlson and published | 
by South-Western Publishing Company. See Table I, pages 31-34. 
Dr. Harold Perry, formerly associated with the State Teachers! | 
College, New Britain, Connecticut, gave invaluable assistance 
in preparing and revising the questionnaire. 


In addition to finding out what activities bookkeepers 


to determine where they learned how to perform the duty, as 
checked in the three columns, "school," "job," and "school- 


job," under this heading. To ascertain which duties might be 


list--"school," "job," and "school-job." The students were 
asked to place a check mark in the column marked "school" if 
they felt that the duty should be learned in school, in the 
"job" column if it could be learned on the job, and in the | 


"school-job" column if instruction was needed in school with 


further training on the job. This information would make it 


should be leamed in school and which on the job. In addition 


to the above information, it was attempted to ascertain the | 
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approximate time spent on each duty in an effort to further 
establish the importance or unimportance of the duties. A 
column was provided for securing this information with the 
heading "hours per week." Columns were also provided to 
determine if the duties were performed "daily" or "occasion- 
aiay.” 

A supplementary list of questions was prepared to ascer- 
tain general bookkeeping infomation and office procedure. 
See Table II, pages 36-37. At the end of the interview 
graduates were asked to make suggestions for improving the 


bookkeeping course of study at Weymouth High School. 
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12. 


13. 


TABLE II 


QUESTIONNAIRE ON GENERAL BOOKKEEPING 


INFORMATION AND OFFICE PROCEDURE 


How much bookkeeping training have you had? 


What machines are used to compute or record 
bookkeeping transactions? 


Do you keep single or double-entry bookkeeping 
records? 


What form of ledger is used? 


Do you use a general ledger? 


Do you use a subsidiary ledger? 


Do you use a purchases journal? 


What is used as a basis for the entries in the 
purchases journal? 


Are purchases invoices filed? If so, by whom? 


Do you use a sales journal? 


What is used as a basis for the entries made in 
the sales journal? 


Are sales tickets filed? If so, by whom? 


Do you use a cash receipts journal? 


15. 


16. 


Lie 


18. 


19. 


20. 


el. 


22.6 


256 


24. 


25. 


26. 


What is used as a basis for the entries made in the 
cash receipts journal? 


Do you use a cash payments journal? 


What is used as a basis for the entries made in the 
cash payments journal? 


Are separate books used for cash receipts and cash 
payments? 


Do you use a cash register? 
Do you take advantage of cash discounts offered? 
Do you maintain a petty cash fund? 


How often do you close your books and figure the 
net profit? 


Why do you do so at this particular time? 
How is merchandise inventory figured? 
Do you figure depreciation? 


Are the deferred charges (supplies and insurance) 
treated as assets or expenses when purchased? 


Do you feel that you have sufficient knowledge of 
the following: 


Arithmetic 
Business papers 
Bank forms 
Penmanship 
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CHAPTER IV 


RESULTS OF THE SURVEY 


Two hundred and sixty-six business graduates of the 1947, 


1946, and 1945 classes at Weymouth High School were contacted 
either by telephone or postal card to ascertain if they had 
attended business school and if they had performed any book- 
keeping duties since graduating from high school. See 

Table III, page 39. Forty-nine graduates reported they had 


performed bookkeeping duties, 1735 graduates reported they had 


performed no bookkeeping duties, and 44 graduates did not reply. 


Due to the lack of a central meeting place in each 
section of town, 19 graduates were interviewed at an evening 
meeting held at the high school; 5 graduates were interviewed 
at the South Weymouth Library; 1 graduate was interviewed at 
Weymouth High School during the luncheon period; and 7 grad-= 
uates were interviewed over the telephone. 

It is evident from the number of employees selected from 
each general classification and individual type of business 
surveyed for this study that a variety of tsinesses is 
represented. See Table IV, page 40. A fairly comprehensive 
list of the duties performed by bookkeepers has resulted. It 
may be noted that insurance companies employ the largest 


group of graduates. 
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TABLE III 


SUMMARY OF BUSINESS GRADUATES 
CONTACTED FOR SURVEY 


1947 76 students Yes No No Answer 
51 telephone calls We 4a 

25 postal cards 4 6 15 
1946 82 students 

64 telephone calis 20 ag 

18 postal cards e 2 14 


1945 108 students 


89 telephone calls 15 74 
19 postal cards 1 3 15 
Totals 49 uke" 44 


| 49 did some bookkeeping 
173 did no bookkeeping 


44 did not answer 
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DISTRIBUTION OF GRADUATES AS TO TYPES OF BUSINESSES 


Type of Business 


Manufacturing 


Machinery 
Linoleum 


Retailing 


Lumber 
Automobiles 
Coal 

Oil 
Clothing 
Vacuums 
Photography 


Financial 
Banks 
insurance 
Real Estate 
Wholesale 


Leather 


Miscellaneous 


Municipal 
Plumbing 
Publishing 
State 
Organization 


TABLE IV 


General 


Classification 


No. 
2 


al 


10 


Individual 


Type 


No. 
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The duties on the 30 questionnaires were tabulated 

| according to the greatest number of graduates who reported 

_ performing the duty. See Table V, pages 42-45. All of the 
duties on the check list were checked and three new duties 

were added. The "duty" column indicates the number of times 

each particular duty was reported as having been performed by 

the graduates. The "where learned" columns indicate whether 

| they learned how to perform the duty in "school," on the 

"Sob," or if it was a combination of "school and job." The 


"should be learned" columns show how many students checking 


the duty thought it should be taught in "school," learned on 
the "job," or a combination of "school and job." The "perform | 
duties," columns indicate whether the duty is performed 
"daily," or "occasionally," and the "hours per week." 

It is apparent from the tabulated results of the ques- 
tionnaire that much more is presented in the average bookkeep=- 
ing course of study than will be needed by the pupil in the 
ordinary job he will fill. Apart from the machines used to 

make bookkeeping records and the filing of bookkeeping records, 
the duty that was performed by the greatest number was "record | 
| journal entries" which was performed by 20 out of 30 graduates. 
It is interesting to note that 10 learned this activity in 
school, 8 on the job, and 2 in school and on the job; the 


fact that 8 learned this activity on the job might well be 


explained by noting that the companies who employ them do not 


deal in the purchase and sale of merchandise. This is the 


— 


ai besrrotueo Aeed sanived es hstroger ssw yinb isivsidwaq dose | 


~geonwood susieve oj ai betowactq ef etom doum dad? ‘evisanotd io 


betaindsd exéw neatanaotteenp 08 etit fo soline oat 
beicogs ony eosaubety tc edunm taeiszecs edd OF 3 zc lbadoss 


mates 


orl io LfA .68-Sh eesaa .V efdeaT 208 .ydub ede pak 


esijubh wed eerdt brs bexoeno exew cetf Yooro end AO ae !du8 on 
m a); 


oid to tedeusa end setsstiat mion "yeub" eff “,bebhs omew 


{> 


te ' = : 
<oiiteiw odsotiat namufos “osntest ersiw" edT .estaubsata edd @ 


Sito’ ", foodse” ni yoeh sav mioctisg od wod benaesl yods 
eff "dof Gne Loodise"” to notvanidmoa & eeu TE IE 10 " dott 
sAtvosris etreLuds ynew wod wore enmeloo "“bendeet: “ed ‘BbLnote® 
ao bermriesi " feeds ée" mi ddssved ed oluode 3 dilasods ysub add 


"dot bun Loodese" to notdvenidays s 10 “dot” eam 


ae 


-) 
heamotseg el yteb odd ssd¢edw edsolbat enmuloo' ",geitaay a x 


he : 


Wiser toy econ” ert Bas ",_ifsnotessoo" 2 10 tv tisss 
“peupD ony Io adlrasy bedsiudsd ect mord tmenaegae ef IT 
Lh iw 

gdt nmi iigeud ede <¢ Nebser ed [Lily nadd zvoode to, setwes re | q hae 


o¢ 56e0 ceatdozse td) movt traqé .f2t Ifthe er dof ytacioao | 


Leos t siicevivzee? Ta gallil ess iia ebresss uwiinoedsood™ evan Ee 


ese" caw tedmun Jeetsex- erty qd bemiotteg esw dedd Yiwb eds F | 
afguieyvs: QE Lo Jdyo Of yd beractieq sev Hotdy Nee ttre sacceaot y 

ot etivider afad ber: Of gadt c2ton of Biss sega tat et FE 
i, Sho oo bee foodoe nt S bas acl, ect a6 & .foodsa 
od Liew dente dol edd Ao ydiv Hos etdt beaiset 8 dadd tort f 
Jom ob wedt ygolgms ow seinsgmoo ect teddy seks it yd Dentelox 


ani e2Leetit ee bbsat otem ‘to slee bas sasrlaurg edd nt 


aa = Br eee | Ser See ee ee eee —— 


42 


jee 
! 
Tse009 «| a) a 
! 


cnoy doquenb ysetvou oq 09 peqetTnoTeE9 


qa 


Squeweq4eqys Jo/pue seofoAuT Hoop 


jst 
< 


rc 


"OT 

IOSPET 

STQBATSeved SQtmoo00e ey Of 480g 
i 


sqjueueqeqgs Jeulogsno ersdedg 


seTique [weurnof puodsey ae 


ieqptaumedky oyug esQ [*og 


nN O | ® a 
ON Qa | rt 


eZ SUuTyoOBU BSuTppe eur esq sg 


ve 


Splooved ZuTdesHyoo0g STW 


uD 4 a ci st 

ca rc a ri } 
<0) o>) e) ro uw N 
a Coa ci 


wmees fefefalle[>] 
\| 


Is 


mene weepe--989Ugpn} § PQA NT 

o 5 S ola|lea 
8 Bclhs || Bel 1B 
‘lhe ed o | 3 

tH] oO 1 

e| 6 5 

8 a fo 

eq 
setang _peutBey x4nq “ON 
WIOSIOgT eg pTnoys 


SHILA ONIdHAMYOOd NO SHYIVNNOTLSAND 40 AUVNAS 


A HTavh 


Ty 
® 


eorrret 


3G 


a, TT A 
ft deen 


Uautaee | f 


} 


HOOM 


Youg sinoy 


iG TL S4Tsodep yusq ens 
OT T 2T Spiooed Jo yooq useo A44ed & deoy 
—+— ae bss 
L S ot alee se oupes 1p piooey 
On | 1 oT BeTique suTqsnf{[py paooey |°g 
| 
9 9 EL pied eal” ssiabiseds ema = qeeg “2 
TH ST SOUBTBC [TeTIq B ONB (°S 


JeZpeT ejtqsksvd sqguno00e ey 04 480g |°*¢ 


+~— 


yseo eTpuBH | °sT 


sqydyeool enss— (|°*ST 


£[ABV[NSed YsBo eousTeg |*FT 


oS 


_ 


bee me ee 
te ic + —} = 


8 


a =) — 


| $ 


mp 1 


[ 


“4 oD or 


‘éa) 


il 


| 2 


tr 


th 
wd 


i 
ee 


4 


| 


vyites forget dess soneleé 


tebe 2 .usyag 


t on Fx 
a Byers : 


stctsset eveel 


deas efDbnaek 


atiinoos8 eit of tao% 


esnaltsd feied a exalt 


sJatenen end oF ssot 


reigtsne neolbterple Piosos: 


Sod des Sy oeS"t 


ory B44 


ed tetcces Anaed se B) 


ot bet afr Ack 


ee. Ss a 


44 


eo —— 


= 


oid 


it 
= 


0) 
a) 


w 
i 


4 


ie) 
| 


ra) 


| 


yoeg saunoy 
£ i Teuofzseo09g =} 


¢-049 09 _poqETnoTes 


£1} eq 


sage Tetp Qa TreoD 


So ao —s* Bae, 


Spiooed UOTSsTuMmoo s,uowse Tes deoy 


1U 9UB1645 
UOTABTTToOuUC0ed yUeq e444 edvdeug 


euTYyOBU Sut dseeyHoog eyuq esp 


SeTIo4yUuEAUT etBdedg 


490USs 
eousteq B otederd djtey 10 eivdedg 


4U 6uiIe7BYS SSOT pus 
ayjoid e eiederud djtey 10 odededg 


sjuno 008 s,uewse Tes dooy 


IOASVTNOTSO e44 esp 


wt Ne) Ww NR i 
RX q ea ci 4 


6 s{[jTorf{ed eqnduoy 


SqUNOOSsTD Ysed JO opedy eyndwog 


ba 


~ 


i 


| 
a a 
aceocoato derao «a ehests stirramod 


| 
\ 
' 
| 
} 
= 


elioivyed siugaov 


— pe - << a 


votainoltes edd seeU 4S8 
C!S ee ee 


| 
| 


i 


i! 


Jcin-td 2 steqete qiod 10 saegedt a 
. = _ _Shenedade egol ous . 3 
| etuclad « 21aqow gfenro steqest .-« 
_ _soede fT _ 
<1 

balzretmevnl oradets |,22 


aciiioai “ii GesntNocd seas seal |.d5 


* 


ao i@<eltitenosen sinad add suggests 


ia 
ns 
Le 
hr 
a 


sbacaod oO lpel mess ‘s 2 
wot <e-tetp teovwsen ef od botelLintes 


‘ 


spiooved xBeq euoouyt deey 


OUT YOVM SUT TITGA euy esn 


sqguoder ATYUQUOW sgQtpny 


setgnd TSBUOTITPPY 


SPLOVSL UOTIBSTTSB4yTdsoy deey 


spdoded xBq SuTpTouyy ym deey 


sieded — 
[TBToOTEeUMOD UO 4setEqUT e4BTNoTBO 


spiooer A4yTanoes [BeyToos dooy 


=[oous¢ 


gor 


_peureey peudeey 
Sq Pplnous OIOUM 


| ebtcos: yiisuoss Lefsoe geet 
isistemcoo mo téeeregnt sdelserolsd 
areqed 

: shaooan “at yalhtorciis nv gees ‘eh 
eis ee || 
asioosy agitestistigqeor aqcsei 1c | 
- See OE +! 


! eeicer) Ianeldgipba 


‘ 


acyl tee sip Jeereen ely oF tate lueta 


| i - \. 7 7 - - Oo 


{= et H : ee = a ee ee 
| ij 

f~ | £ | ” | to afarior Plidnom asibeyA SE 1) 

| | | 

=o 5 er a a 7 a ans Sree 

} ‘ i ; : ‘ er ' : _ 

oan len | Ey | - Lf. | jeivesin peliLig eis sad ee ! 

2 ae ee, i — —— _ Oo —— => } 

t 1 | ; | 

* | | J 64 c | eijooo, «ad gannuk qsex- BE | 

a oe —>-—— —— = = 41 

! 

Hy 


basis for the recording activities in high school. The 
graduates who learned this activity on the job are employed 
mainly by banks and insurance companies. 

Nine graduates of the 15 reporting checked that they had 
learned how to post to the accounts payable ledger on the job 
and 11 graduates out of 17 checked that they had learned how 
to post to the accounts receivable ledger on the job. This 
might be explained by the fact that subsidiary ledgers are 
taught in the second year of bookkeeping and only 6 graduates 
had 2 years of bookkeeping. It may be noted that not much 
emphasis is placed on business papers in the present course 
of study as 14 out of 17 graduates reported they learned how 
to check invoices and/or statements on the job, 17 of the 
19 graduates reported they learned how to prepare customer 
statements on the job, 15 out of 16 graduates reported they 
learned how to issue receipts on the job, and 9 out of 1l 
graduates reported they learned how to make bank deposits on 
the job. Maintaining social security records, withholding 
tax records, and hospitalization records were all checked as 
having been learned on the job. These activities are not 
included in the Bookkeeping I course of study and not too 


much emphasis is placed on them in the Bookkeeping II course 


of study. With the exception of using the bookkeeping machine 


and the calculator, only one activity, "handle cash," was 
performed on an average of more than 8 hours a week. One 


graduate learned this in school, 14 on the job, and 1 in 
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school and on the job; 3 felt that it should be learned in 
school, 7 on the job, and 6 in school and on the job; 13 
handled cash daily and 3 occasionally. This activity might 
well be’ taught by having bookkeeping students take care of 
the money for all student activities. 

A summary of the questions to ascertain general bookkeep- 
ing information and office procedure was prepared. See 
Table VI, pages 48-51. Twenty-four graduates reported they 
had had bookkeeping in their sophomore year and 6 graduates 
reported they had had bookkeeping in their sophomore and 
junior years. The question might well be asked if Bookkeep- 
ing I should not be placed in the llth grade, so that the 


training will come nearer to the time when they will use it. 


The majority of students reported that they used machines to 


compute or record bookkeeping transactions. Twenty-two 

reported they used typewriters, 23 used adding machines, 

7 used bookkeeping machines, 8 used calculators, and 1 used a 

billing machine. 
At the conclusion of the interview graduates were asked | 

to make suggestions to improve the bookkeeping course of 


study at Weymouth High School. The suggestions were summarized 


and listed. See Table VII, page 52. Twenty-one graduates 


suggested that we have bookkeeping in the llth and 12th grades | 


and 9 graduates suggested that we have three years of book- | 


keeping--10th, llth, and 12th grades. 
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TABLE VI 


SUMMARY OF QUESTIONNATRE ON GENERAL BOOKKEEPING 


Se 


6. 


INFORMATION AND OFFICE PROCEDURE 


How much bookkeeping training have you had? 


24 1 year of training 
6 2 years of training 


What machines are used to compute or record 
bookkeeping transactions? 


22 typewriters 

25 adding machines 

8 calculators 
7 bookkeeping machines 
1 billing machine 


Do you keep single or double-entry bookkeeping 
records? 


18 double entry 
4 single entry 


What form of ledger is used? 
8 bound book 

ll loose leaf 
12 cards 

Do you use a general ledger? 
17 do 
13 do not 

Do you use subsidiary ledgers? 


15 do 
7..do not 
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7. 


10. 


adi 


12. 


15. 


Do you use a purchases journal? 


il do 
7 do not 


What is used as a basis for the entries in the 
purchases journal? 


9 invoices 
1 sales slips 
1 statements 


Are purchases invoices filed? If so, by whom? 
15 file invoices 14 bookkeepers 
1 file clerk 


Do you use a sales journal? 


14 do 
5 do not 


What is used as a basis for the entries made in 
the sales journal? 


sales tickets 

invoices 

vouchers 

repair orders 

contracts 

daily cash register slips 
shipping orders 
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Are sales tickets filed? If so, by whom? 
14 file sales tickets 12 bookkeepers 


1 file clerk 
1 boss 


Do you use a cash receipts journal? 


17 do 
13 do not 
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14. What is used as a basis for the entries made in 


15. 


16. 


A ba 


18. 


19. 


20. 


the cash receipts journal? 


duplicate receipts 

invoices 

daily cash register tape 

checks received 

reports received from companies 
stubs of water bills 

cash memorandum 


PRrNUON EOD 


Do you use a cash payments journal? 


16 do 
14 do not 


What is used as a basis for the entries made in 
the cash payments journal? 


6 invoices 
5 checks 
5 check stubs 


1 receipts 
1 bookkeeping machine record 


Are separate books used for cash receipts and 
cash payments? 
1l use one book 
9 usé separate books 
Do you use a cash register? 
8 do 
11 do not 
Do you take advantage of cash discounts offered? 
12 do 
8 do not 
Do you maintain a petty cash fund? 


13 do 
3 do not 
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21. How often do you close your books and figure 


226 


Lo6 


24. 


25. 


26. 


the net profit? 


17 monthly 
1 weekly 
1 daily 


Why do you do so at this particular time? 


to find net profit 


to send out bills 
to make payroll 
to check work 


NNN OP OM 


to prepare monthly statements 
to see if the books balance 


How is merchandise inventory figured? 


4 perpetual record 
6 actual count 
Do you figure depreciation? 


3 do 
8 do not 


Are the deferred charges (supplies and insurance) 
treated us assets or expenses when purchased? 


18 as expenses 
O as assets 


Do you feel that you have sufficient knowledge of 


the following: 


arithmetic 26 do 
business papers 9 do 
bank forms 20 do 
penmanship 18 do 


4 do not 
21 do not 
10 do not 
12 do not 
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TABLE VII 


SUGGESTIONS MADE BY GRADUATHS TO IMPROVE THE 
BOOKKEEPING COURSE OF STUDY AT WEYMOUTH HIGH SCHOOL 
21 graduates suggest that we have bookkeeping in 

the llth and 12th grades 


9 graduates suggest that we have three years of 
bookkeeping=--10th, llth, and 12th grades 


5 graduates suggest that we have more and newer 
machines 


5 graduates suggest that we teach the operation 
of electric machines 


35 graduates suggest that we teach more income 
tax work 


1 graduate suggests that we teach more on social 
security records 


1 graduate suggests that we teach more on with- 
holding tax records 


l graduate suggests that we teach credit union 
records 


1 graduate suggests that we give more work on 
depreciation 


1 graduate suggests that we give more work on 
handling cash 


1 graduate suggests that we give more work on 
proving cash 


1 graduate suggests that we give more practical 
experience in filing 


l graduate suggests that we give more practice 
on adding machines 
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CHAPTER V 


SUMMARY AND RECOMMENDATIONS 


This study had for its purpose the following major 
objectives: 

1. To make a job analysis of the duties performed 

by bookkeepers in offices employing Weymouth 
High School terminal graduates. 

2. To see if the Weymouth High School course of 

study for bookkeeping is meeting the needs of 
students employed as bookkeepers. 

3. To determine if the bookkeeping course of 

study at Weymouth High School needs to be 
revised so as to make it more practical and 
applicable to actual business situations. 

Data were collected from 30 business graduates from the 
1947, 1946, and 1945 classes employed as bookkeepers. Four 
general fields of business: manufacturing, retailing, 
financial, and wholesale, and a number from offices that could 
not be given any general classification were used in this 
study. 

A check list of duties was prepared and through personal 
interviews data were collected which supplied information as 
to frequency of performance; duties that were learned in 
school, on the job, or in school and on the job; duties that 


should be learned in school, on the job, or in school and on 


the job; and whether duties were performed daily, 
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occasionally, and the approximate time spent on each duty in 
terms of hours per week. 

Two hundred and sixty-six graduates were contacted. 
Forty-nine graduates reported they had performed bookkeeping 
duties, 173 graduates reported they had performed no bookkeep- 
ing duties, and 44 graduates did not reply. It is apparent 
from the 222 graduates replying that since 77° per cent do no 
bookkeeping or record keeping and only 2et per cent perform 
bookkeeping duties, too much emphasis is placed on bookkeeping 
as a vocational subject in the business curriculum. Begin- 
ning bookkeeping should be taught for personal use as well as 
for vocational use. General principles should be emphasized 
so that the student may be able to adjust himself to occupa- | 
tional changes as well as solve the personal and social | 
problems he meets in living a satisfactory and useful life. | 

There is a great deal of waste in the teaching of bookkeep- 
ing. As noted above only a comparatively small percentage of | 
those who take bookkeeping in high school ever actually use it 
vocationally. However, it should not be removed from the 
business curriculum as it does have personal-use values to 
high school students who act as secretaries or treasurers of 
high school organizations; to housewives in keeping a record 
of household income and expenses; to secretaries and treasurers, 


of organizations in keeping their records; and to practically | 
i] 
everyone in keeping records for the preparation of income | 


tax reports. 
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After studying the summary of duties performed by book- 


keepers, we should ask ourselves if we are teaching 


theoretical and complicated accounting information used only 


by accountants and auditors, or are we giving our students 


the information they will need and use if they obtain office 


positions in the business world. 


From the suggestions made by the 30 graduates surveyed 


as reported in Table VII, page 52, and the summary of duties 


reported in Table V, pages 42-45, the following recommenda- 


tions are made to improve the bookkeeping course of study at 


Weymouth High School. 


1. Business Training and Bookkeeping I should be 
combined into a General Business and Record 
Keeping course which will more adequately train 
all business students to take their place in 
business and in society. 


2. A General Business and Record Keeping course 
should include the following topics: 


Qe 


b. 


Simple 
common 


Simple 
common 


Simple 


skills involved in handling 
everyday business transactions. 


skills involved in handling 
everyday banking transactions. 


skills involved in filing business 


and banking records. 


A review of the fundamentals of arith- 


metic. 


A knowledge of the elementary principles 
of bookkeeping. 


An introduction to income tax records, 


social 


security records, and withholding 


tax records. 


55 


aint. Da), ae ll 


| "fe : p, — 

akobd Ye Bomadittted hatte: ki se hbo 

uiidess? ete owt) beviegato! sea tines ee (ered i 

Ito bess pctssmictnd gattanoooe vedsotiqnss bas ial 

ainebite ao gaNITR éwera to ,s7étkbuR bie stnsisuvooos x 

esltto ntato yous IE ees Sn been Litw yond od Hawretat art 
sb frow eabasend edd nt enotd teog 

beyevrave setesbers OS edd Ed obasar unotteoggre odd moO 
eestiub to yramess ent Dae .Sé egeq .Tv olde? at betiodet aa 

~sbrermooet anitwollol edd .3b-Sh eoneg .¥ aldeT nt bediccaybie 

fs white “Lo sates qait yoerliood edt evotgnt of shot ors saotd 


we 


ed Sivode I satqeasice® bas tax? azentesd 1 
otoosll Aug asonfeut La # otal bentdmoo 
e nia cioteube ts eton ILiw Hotty esruoS ‘pitl, | 
wi gosiq uberd etesy of. bitebuve = fis 
e¥tetoos al Bre eseniend: 7 
enimcoo wilgqeed F1eo6 bite beri an Lsvte rate <= 
:aotaot aniwollot edd bu font 


uit tienead ul Sewteval alftde olgaté .% 
.niactessnass seenteud gaogis7s csomyon 


stilbaadt afl beplovat sli{fie fqaie sd 
,cootdoeenes4 uolisad vatytevs commog 


ckentean! gabllE?t of bevfovat alf{tin efgmie <0 
ehronet paldusd bor 


“rites Lo 6 Cs cemsbeass'l sat to nate | wi 


ueLg.outse yreigemede eady ‘ro prac +6 
sande o . 
ehaoser xed smoonl ot ao Bdokberdat ak @ 


‘oiuatd ty Lue .sbtogert via ine mat 


@ 
sen | 


3. This General Business and Record Keeping 
course should be offered in the llth grade. 


4. General Business and Record Keeping should 
be a prerequisite for a course in Bookkeeping 
to be offered in the leth grade. This should 
be primarily a vocational subject intended to 
prepare the pupil for the ordinary duties of 
a bookkeeper, and also a foundation for the 
further study of accounting. 

Bookkeeping can be made a worth-while subject in the 
business curriculum if the course of study is revised to 
train students in the general business skills necessary to 
enter and advance in the business world, and the skills 
necessary to handle one's personal records. 

A cooperative relationship must be established and 
maintained between business and schools if we are to achieve 
a mutual understanding of the problems of business and the 


schools. It is only this way that we can determine an 


appropriate business curriculum, 
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